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Policy

(3.55-01)
Itis the policy of the U.S. Nuclear Regulatory Commission to prepare,
control, and process all official forms in accordance with the
Paperwork Reduction Act of 1995, the Privacy Act of 1974, and the
regulations of the General Services Administration (GSA) on the
procurement and use of U.S. Government Standard and Optional
Forms.

Objectives

(3.55-02)

e To ensure that, whenever possible, all new NRC forms will be
developed and used in an exclusively electronic format. (021)

e To ensure that fhé’p’roduction, use, and distribution of forms are
~efficient and economical. (022)

e To ensure the NRC’s creation and use of forﬁls are consistent with
Federal standards (41 CFR 201-9.1 and 201-9.2) and the agency’s
needs. (023) : o A

Organizational Responsibilities and

Delegations of Authority
(3.55-03) |

Office 6f the General Counsel (OGC)
(031)

Reviews all Privacy Act statements for NRC forms to ensure that they
are legally sufficient and in accordance with the act.

Approved: August 13, 1996 1
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Chief, Information and Records Management
Branch (IRMB), Office of Information Resources

Management (IRM)
(032)

Administers the NRC forms management program, including:

e Serving as the headquarters forms liaison to coordinate

headquarters forms activities. (a)

Coordinating forms clearance actions and other forms
management oversight responsibilities with GSA, the Office of
Management and Budget (OMB), and other Government
agencies, as appropriate. (b)

Pursuant to the Privacy Act of 1974, ensuring that Privacy Act
statements are included on forms that request personal
information from individuals. (c)

Coordinating the automation of NRC, Standard, and Optional
Forms to ensure the designs are user friendly and that only current
forms are installed on the NRC local area network. (d)

Regional Administrators

(033)

Appoint a forms liaison officer to coordinate regional forms
activities with IRMB and provide the name of this person, and the
name of any replacement, to IRMB, IRM. (a)

Approve local forms to be uéed within the region. (b)

Director, Division of Facilities and
Property Management (DFPM), ADM

(034)

Initiates requests to procure all U.S. Government Standard and
Optional Forms that are required for NRC headquarters use from
the GSA. (a)

Maintains inventory of printed stock of NRC and U.S.
Government Standard and Optional Forms at the NRC warehouse
and supply room. (b)
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Director, Division of Freedom of
Information and Publications
Services (DFIPS), ADM

(035)

Applicability
(3.55-04)

Handbook
(3.55-05)

Definitions
(3.55-06)

Approves the substantive content of Privacy Act statements for
inclusion on forms, and notifies IRMB of proposed, revised, and
reprinted forms requiring a Privacy Act Statement.

The policy and guidance in this directive and handbook apply to all
NRC employees.

Handbook 3.55 contains standards, guides, and procedures for
management and control of forms within the NRC.

Local Form. A form approved by an administrator of a regional office
for use within that reglon “and identified as such. (061)

Optional Form (OF). 'A form developed and recommended for use by
two or more Federal agencies. The OF is normally generated because
of a common functional need or convenience and is approved by GSA
fornonmandatory use (see 41 CFR 201-9.202-1.). NRC or local forms

- will not be developed for use if an OF is available and can be used to

satisfy the NRC requirement. (062)

Public-Use Forms. Reports, appllcatlons, questionnaires, interview
gu1des and other forms used to collect information from the public for
use in regulatory programs. Such forms are subject to Office of
Management and Budget (OMB) clearance under 44 U.S.C. 3507, if
they affect 10 or more persons. (063)

Standard Form (SF). A form prescribed by a Federal agency, pursuant
to its authority, and approved by GSA or OMB for mandatory use by
all Government agencies (see 41 CFR 201-9.202-1). This mandatory
use is generally set forth in the regulations of the prescribing
agency. (064)
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Privacy Act of 1974 (5 U.S.C. 552a).
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Part I
Requesting Forms Management Services
Development (a)

AOrgamzatxonal units at headquarters or forms liaison officers in the
regions initiating or revising a form should determine that—

e The information requested is essential and it is not available from
another source (i.e., an existing form, report, or a record used for
other purposes) (1)

e The cost of collecting the information is reasonable and is worth
the benefits to be derived. Consider the number of staff hours
required of all persons who will compile, enter, transmit, review,

“and file the information when computing costs. (2)

e Each data element on the form is necessary. Combine data
elements where practicable and eliminate those that are not
essential. Data elements on a form that pertain to information
about an individual must be relevant and compatible to statutory
requirements or Executive orders. (3)

° Requ1rements have been’éstablished for the number of users,
' frequency of use, and estimated annual use rate. (4)

e The proposed distribution of the comp]eted form is essential.
Keep the distribution to a minimum. )

Requesting or Reprmtmg an
NRC Form (B)

‘A New Form (1)

Unless othermse requested from the ongmator, any new NRC form
will be automated and the electronic form will be coordinated for

Approved: August 13,1996 1
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Requesting or Reprinting an
NRC Form (B) (continued)

implementation into the NRC local area network. When required, all
formsin electronic format also will contain a Privacy Act statement. (a)

The originator shall request a new form by completing all applicable
data elements on NRC Form 160, “Request for Forms Management
Services,” and transmitting it with'a copy of the rough draft of the
proposed new form to the Information and Records Management
Branch (IRMB), Office of Information Resources Management
(IRM), in sufficient time to allow processing. (See Part ITII(A) of this
handbook for lead time.) The justification shall include the prescribing
regulation, management directive, or other instruction. (See Exhibit 1
for a sample of a completed request.) (b)

If the proposed form solicits personal information about an individual,
the originator must send the form for review to the Freedom of
Information/Local Public Document Room (FOI/LPDR) Branch,
Office of Administration (ADM). If LPDR staff determine the need
for a statement pursuant to the Privacy Act of 1974, LPDR staff will
draft a Privacy Act statement, obtain review and concurrence from the
Office of General Counsel, and return the form with the approved
statement to the originator. The originator will attach the approved
Privacy Act statement to NRC Form 160 before submitting it to
IRMB. (c)

. A Revised Form (2)

Organizational units at headquarters or forms liaison officers in the
regions shall request a revision to an NRC form by a written request to
IRMB via a completed NRC Form 160, a memorandum, or an E-mail.
Revisions also may be requested at the time IRMB sends NRC Form
162, “Request for Review of Form,” to the originator for review before
replenishing low stock of the inventory (see Exhibit 2).

Reprinting a Form (3)

Organizational units at headquarters or forms liaison officers in the
regions shall request reprinting of an NRC form by a written request to
IRMB via a memorandum or an E-mail or by returning an NRC
Form 162.

2 ' Approved: August 13, 1996
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Form Approval ()

IRMB shall review and approve each request for forms management
services related to a new or existing form before designing a new form
for automation and/or printing an existing form. IRMB’s review
shall—

e Determine whether or not proposed data are available from
another source (1)

e Determine whether the form will be agency controlled (2)

e Determine whether the form will be automated 3)

e Ensure that continued use is warranted (4)

e Determine the need for coordination with other NRC offices or
other Federal agencxes 5)

Request for Exception to
U.S. Government Standard

Form Use (D)

Organizational units at headquarters or forms liaison officers in the
regions requesting exception to the required use of U.S. Government
Standard forms shall submit requests to IRMB (see Part II(B) of this
handbook for more information).

Design and Construction

Standards &)

IRMB, to the extent practicable, shall incorporate standard design
practices in use throughout the Federal Government when reviewing
new or revised forms. These practices are described in the General
Services Administration (GSA) Information Resources Management

- -Handbook, “Forms Ana1y515 and De51gn ?

Dlscontmuance of Exnstmg

Form (p) -

Organizational units at héadquarters ‘or forms liaison officers in the
regions shall promptly notify IRMB in writing, by memorandum or
E-mail, when a form becomes obsolete.

Approved: August 13; 1996 3
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Part II

Requesting Review and/or Clearance From
Other Federal Agencies

Public-Use Forms (a)

Under the provisions of the Paperwork Reduction Act of 1995, an
agency may not collect information that solicits answers to identical
questions posed to, or identical reporting or recordkeepmg
requirements imposed on, 10 or more persons, other than agencies,
instrumentalities, or employees of the United States, without first
obtaining approval from the Office of Management and Budget
(OMB). (1)

Organizational units at headquarters and forms liaison officers in the
regions proposing a form requiring OMB review shall submit a
request, completed in accordance with NRC Management Directive
3.54, “Collections of Information and Reports Management,” to the
Information and Records.Management Branch (IRMB), Office of
Information Resources Management (IRM), in sufficient time to
ensure the established milestone schedules are met for—(2)

e Publishing the Federal Register notice with a 60-day public
comment period and a 30-day comment resolution period (a)

e Publishing a second Federal Register notice with a 60-day pubhc
comment and OMB review period (b)

The request should include a narrative supporting stateniént,
proposed form, a Federal Register notice, and other related
documents, as appropriate. (3)

4 ~ Approved: August 13, 1996
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U.S. Government Standard and
Optional Forms )

The Federal Information Resources Management Regulations
(FIRMR) set forth procedures for—(1)

e Prescribing Standard forms for mandatory use by all Federal
agencies () A

e Adopting an Optional Form for use by more than one Federal
agency (b)

e Making revisions to Standard or Optional Forms (c)

e Requesting exception to use an agency form rather than a Standard
form (d)

e Requesting exception to electro'nically generate a Standard or
Optional Form rather than using a printed version of the form ()

Organizational units at headquarters and forms liaison officers in the
regions proposing any of these actions shall submit a written request
(E-mail is acceptable), along with a supporting statement (see Exhibit
3 for an example of a supporting statement), to IRMB in sufficient
time to allow the General Services Administration 60 days processing
time. (2)

Other Federal Agency Forms (c)
There is a limited'ﬂﬁmber of forms from other Federal agencies

prescribed for use within NRC. Direct any questions regarding the use
of other agency forms to IRMB.

Approved: August 13, 1996 ' 5
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Part III

Forms Processing, Printing, Procurement,

Supply, and Stocking

Processing and Printing Time (a)

The processing time for review, analysis, design, approval of design,
required clearances, and printing (if not an automated format)
depends on the complexity of the individual form. Sufficientlead time
will be based on the following criteria:

Procurement ()

Simple, single sheet forms to be printed by the Printing, Graphics,
and Mail Services Branch (PGMSB), Office of Administration
(ADM), require 1 to 2 weeks, depending on the PGMSB
workload. (1)

Forms printed by the Government Printing Office require 6 to 8
weeks because of their complexity or large quantity. (2)

Specialty forms (carbon interleaved sets, chemical transfer sets,
marginally punched continuous forms, etc.) require 8 to 10 weeks
because they must be contracted to commercial printers for
reproduction. (3)

Allow an additional processing time of 60 days or more when
outside clearances are necessary (e.g., from the General Services
Administration [GSA] or the Office of Management and
Budget). (4)

U.S. Government Standard and Optional Forms (1)

NRC headquarters organizations shall submit requests for Standard
and Optional Forms on NRC Form 30, “Request for Administrative
Services,” to the Property Management Branch (PMB), ADM. (a)

Approved: August 13, 1996
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Prpcurement (B) (continued)

Regional offices shall obtain Standard and Optional Forms from the
GSA stores depot servicing their area, in accordance with established
GSA procedures ()

‘Other Federal Agency Forms (2)

NRC headquarters orgamzatlons shall submit requests for forms of
other Federal agencies through the Information and Records
Management Branch (IRMB), Office of Information Resources. (a)

Regional offices shall submit requests to the appropriate agencies.
Regional offices may contact IRMB for assistance in locating the
- appropriate staff, address, and/or telephone listings of other agencies,

if necessary. (b)
Supply and Stocking (¢

e Asformsautomation progresses, paper stock of NRC forms willno
longer be maintained. Automated NRC forms will be accessible
on the Local Area Network using the forms automationiconinthe
NRC AUTOS window. (1)

e PGMSB, ADM, will centrally print paper stock of NRC forms used
throughout headquarters and/or regional offices. (2)

e Automated and printed NRC and U.S. Government Standard and
Optional Forms are listed alphabetically by form title and
numerically by NRC U.S. Government Standard and Optional
Form number in the “NRC Forms Facsimile Handbook.” (3)

e IRMB determines stock levels necessary for procuring or
reordering printed forms. Generally, printed forms are orderedin
sufficient quantities to satisfy NRC requirements for 1 year.
However, quantities can be procured that last beyond 1 year when
proven to be more economical or when the form is not likely to be
modified. (4)

e As standard practice, PMB, ADM, physically stocks, inventories,
and issues all printed NRC forms (except as identified under
item (8) below). PMB shall provide IRMB with continuous
inventory control of forms. (5)

Approved: August 13, 1996 o 7
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Supply and Stocking (C) (continued)

e When individual NRC forms are scheduled to be restocked or
reprinted, IRMB shall transmit to the responsible organizational
unit a copy of NRC Form 162, “Request for Review of Form,” to
determine currentness and continued need. When appropriate,
NRC Form 162A is sent concurrently to FOI/LPDR to review the
form for Privacy Act relevancy. (See Exhibit 2 for samples of NRC
Forms 162 and 162A). (6)

e Inthe “WHAT’S NEW” section of the forms automation software,
IRMB will announce the new and revised forms, their stocking
points, new forms management policies, and any forms
announcements that may affect NRC’s goals and objectives. To
access this section, click on the “WHAT’S NEW” button on the
main menu of the forms automation software, which is located in
AUTOS. (7)

e In specialized situations, it is both economical and practical to
have the NRC headquarters program office or regional office
maintain stock. This occurs when the office is the sole NRC user of \_J
a form and the annual usage and storage requirements do not
impose retention problems. The offices maintaining forms stock
should reorder forms in sufficient time to ensure that stock is never
depleted. Offices should request revisions to forms for which they
maintain stock in accordance with Part I(B) of this handbook.
Where no changes are involved, offices should submit to IRMB a
written request (E-mail or memorandum) to reprint a form. (8)

8 ' Approved: August 13, 1996
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Exhibit 1

NRC Form 160, “Request for Forms Management Services”

:azas‘;-'om 160 U.S. NUCLEAR REGULATORY COMMISSION { 1. DATE OF REOUEST 2.PATE ocuvmmn:n
NAGHO 3.85 : MM/DD/YY MM/DD/YY
REQUEST FOR FORMS MANAGEMENT SERVICES 2 Foren -~ -~ SECTIVE
NRC Form 160 NRCMD 3.55
5.?}0;:5-1: M Tf.ast I rm :EVAVCTION REOUES‘I"‘ED {Check as appropriste)
OF ICE/DIVISION/BRANCH MAR STOP TELEPHONE MUMBER X { REVISION
OFF/DIV/BR . 7-6 F33: 415-NNNN 55 | This form supersedes Form No.
7. TITLE OF FOAM B.DISPOSITION OF EXISTING STOCK (if a revision)
. USE FIRST
Request for Forms Management Services DESTROY
IMMEDIATELY

SPECIFIC DATE :

¥
+

1%1»‘&.”4‘:‘ |

WHEN NEW STOCK IS RECEIVED

9. JUSTIFICATION .

:xrummumsmmmmuuoramonmswwmmrmwmrmsom-urmnmowmm

This form must be revised to reflect addltionaI information required by the
Paperwork Reduction Act of 1995. Lo

10. PRIVACY ACT STATEMENT REQUIRED

11. CONSTRUCTION OF THE FORM

YES
X|{no -.-

it proposed form solicits an individual‘s soclsl secunty
number or other persons! dats subject to the Privacy
“Act ot 1974, specify purpose snd usee of this data in
Block 9 above. (If additional space is required, continue | __|
on the reverse or & separate sheel.)

| X |

- | PAD { JPAD}

SHEET CARD

UNIT SET { PARTS)
MULTH-SET ( PAGES)

MARGINAL ADP TABS-CONTINUOUS FEED
OTHER (Specify}

' 12. FORM STOCKING POINT 13. ORGANIZATIONS COMPLETING THE FORM
X | ORIGINATING OFFICE A. PUBLIC EMPLOYEES - . B. PUBUIC
| |waneHouse anDsuPPLY - [X TNRC-WIDE - REGIONAL - cormucroa [Jucensee
|| wAREHOUSE HEADGUARTERS OTHER AGENCIES OTHER (Specifyl
| X'| OTHER ¢specifys ORIGINATING OFFICE OTHER (Specity!
LAN (electronic format) o - : ! :
. 14. METHOD OF COMPLETING ENTRIES 15. FREQUENCY OF USE 16. ESTIMATED ANNUAL USAGE
L HAND - DAILY ANNUALLY 100 SR R
X | TYPEWRITER WEEKLY ONE TIME ONLY
| X | ADP EQUIPMENT MONTHLY OTHER (Speciy) 17, GUANTITY REQUESTED | 18, 85
|__] o™HER (Specityt QUARTERLY . Intermittent 100 8" x 11"
19, FILING INFORMATION 20. PAPER COLOR ({leave blank If amknown)
o | e a5 e e, 1 e Ve Parencoon-
1 Number Folder - 1 - . White
2 2
3 - 3
4 - 4 -
L2 . - .5 . e .
AVTHORIDNG OFFICIAL « SIONATURE mu
RETURN COMPLETED FORM TO:
R Title of Authori zdng FORMS ANALYST
.- official _ . IRMARME (T-& £33}

NAC $ORM 380 (2-98)
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Exhibit 2 |
NRC Form 162, “Request for Review of Form”

[FRcFoRM 62 U.S. NUCLEAR REGULATORY COMMISSION JOATE OF Moutat

o REQUEST FOR REVIEW OF FORM MM/DDYY

DUE DATE
[ wew [X] reoroer [ sreciaL - oms cLearance MM/DD/YY

10: FROM AND RETURN TO:

FIRST LAST . FIRST LAST TELEPHONE

ORGANIZATION ORGANIZATION 415-NNNN

MAIL STOP MAIL STOP
EorTr oA TIE Eary

NRC 000

[Eowmon BaTe TITLE OF FORM

MMYY i

Ploase review thie form and return it to the Information and Recorde Mansgemoent Branch by the due date specified to maintain sn operating
lovel of the subject form, If this form is not nco'v'd by the due dno. ayear's oupp'y of the lofm will be reordered without change. Check or
complete the itorne below as appropriste. .

FORM 13 CURRENT AND NO REVISIONS ARE ANTICIPATED FOR AT LEAST 1 YEAR, DISPOSITION OF EXQSTING STOCK
REVISIONS PENDING IN MONTHISE, 2P for revised or obsolete form.)
MINOR REVISIONS REQUIRED. (indicate detale on 0opy.} USE FRST (Not to exceed 6 months)

MAJON REVISIONS REQUIRED. rSwim¥t a completed NAIC Forrm 1680, “Request for Forms DESTROY WHEN NEW STOCK 1S AVAILABLE.
Services,® thar wikth o draft of propesed revised form.} OTHER (Specity)

OBSOLETE AND MAY BE DISCONTINUED.
| HONATURE = AUTHORIZING OFRCIAL

TOLEPHONE NUMBER DATE

415-NNNN

M FO 182 40N

TITLE OF FORM

[NRC FORM 162A U.S. NUCLEAR REGULATORY COMMISSION JOATE OF Recusat
jncasy 355 . . MM/DD,
REQUEST FOR REVIEW OF FORM LA
[X] SPECIAL - PRIVACY ACT STATEMENT MM/DDAYY
TO: [FROM AND RETUAN TO:
FIRST LAST FIRST M. LAST TELEPHONE
ORGANIZATION ORGANIZATION 415-NNNN
MAIL STOP MAIL STOP
[ror momstn EDTION DATE CONTACT FORTHE FORSa
NRC 000 MM/YY )
FORMTITLE ICopy stianhedl FIRST LAST TELEPHONE
ORGANIZATION -
MAIL STOP 415-NNNN

Plasse review the subject form to omnﬁn?ﬂv-chc:mmh
following iteme ee sppropriate:

current and its continued use le warranted. Check or complete the

NEW PRIVACY ACT

STYATEMENT 318 REQUIRED. -

l Ino PRIVACY ACT

STATEMENT I8 REQUIRED.

ISEE ATTACHED COPY)

MAKE MINOR REVISIONS TO EXISTING PRIVACY ACT STATEMENT,

EXISTING PRIVACY ACT STATEMENT IS CURRENT.

ISEE ATTACHED COPY)

REPLACE EXGSTING PRIVACY ACT STATEMENT.

SIGRATURE = AUTHOMTING OFRICIAL

TIUPHONE NUMBER
415-NNNN

DATE

NG reRed 1E3A SO0

10
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Exhibit 3

Supporting Statement For An Exception to
Automate SF 278

SUPPORTING STATEMENT
: FOR AN
EXCEPTION TO AUTOMATE SF 278

The NRC is required to comply with the Ethics in Government Act of 1978, as
amended. Pursuant to that Act and Executive Order 12674, the Office of Government
Ethics (OGE) (at 5§ CFR Part 2634) requires the submission of Public and Confidential
Financial Disclosure Reports. The Designated Agency Ethics Official, who is NRC's
General Counsel, is responsible for ensuring compliance with the act, the Executive
order, and regulations.

Confidential and Public Report filers complete and file a report upon entrance on duty,
and annually thereafter. Publicfilers also complete and file a termination report when -
they leave the covered position.

The NRC collects approximately 310 Public Reports each year, of which approximately
10 are filed by special government employees. The agency collects approximately
2,300 Confidential Reports each year, with approximately 150 of those being special
government employees.

The amount of time spent filling out the forms would be substantially reduced if these
forms were available in an electronic format. Individuals could store the completed
form on their "P" drive and make necessary changes each year, rather than have to
start anew. Moreover, the forms would be easier for NRC's Office of the General
Counsel to review, because assets would presumably be listed in the same order as
the previous year and there would be no illegible handwriting to decipher.
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